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A misdirected depository  shipment box is one you receive that:                   
    -  Does not have your library number on it.  
    -  Has your library number on it but the contents are not items that you select.  
    -  Has your library number on it and the contents are duplicates of items you have already
received.           

  

If you receive a misdirected depository shipment box, describe the problem in askGPO . Please
include:

    
    -  Your library number  
    -  The library number on the shipping label  
    -  The library number on the inside flap  
    -  The library number on the side of the box under the shipping label  
    -  The box’s weight  
    -  The ID number in Reference field 2  

  Return Labels
  

Request a return label when:

    
    -  The contents are duplicates of items you have already received  
    -  You can’t identify which library the box belongs to  

  

The return label will be sent by email, or by mail to those libraries that receive their depository
shipments via the US Postal Service.

  Forwarding Labels
  

Request a forwarding label when you can identify the owner of the box. The forwarding label will
be placed in your regular shipment box or mailed to you in an envelope via the USPS.

  Label processing
  

The forwarding label will be placed in your regular shipment box, sent electronically to your
e-mail account or mailed to you in an envelope via the USPS.
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If you receive an electronic  forwarding label via email, scroll  down to the end of the message
to see the label and to print.

  

Place the label on the box and place it at your UPS pick up point. If you do not provide the
weight of the material, the label will show a default weight of 15 pounds. UPS will weigh the box
at the time of pick up.
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